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Cover Letters



The Appearance of your Résumé is a Reflection of Yourself:

Your Character?
 Attention to Detail?
Messy?
Conscientious?
Will You Be A Good Employee?



Résumé’s Are Used

Effective Résumés and Cover Letters- Why Have a Résumé?

By the Employer
Screen in/out applicants.
Help set the agenda for the interview.
Build an applicant pool for future jobs.

By the Applicant
Communicate job-related skills.
Impress an employer for an interview.
Network, job fairs and cold calls/solicitation.

Effective Résumés and Cover Letters- Why Have a Résumé?
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CHRONOLOGICAL

Traditional type of résumé

Jobs listed  reverse
chronologically -most  recent 
job first, then the next job, so 

on, and so forth

Dates  of employment are 
included in this type of résumé

COMBO

 A combination of both types 
of  résumés

Use this when you want to 
emphasize your skills and 

abilities, and minimize gaps in 
employment

Dates of employment are 
used, but are not displayed
prominently in the résumé

FUNCTIONAL 

Emphasis taken off of dates and 
length of time on the job and gaps in 

employment

Emphasis on your job duties/abilities. 
No dates of employment are listed

I don’t recommend using this type
résumé. Throws up an immediate red 

flag to potential employers, that you are 
trying to hide something.

http://www.google.com/imgres?imgurl=http://www.resume-resource.com/Examples/functional-resume-sample.gif&imgrefurl=http://www.resume-resource.com/exfunctional.html&usg=__Cxr3_ZSZL5sopevfvvOpN7d2JQ4=&h=808&w=550&sz=40&hl=en&start=1&zoom=1&um=1&itbs=1&tbnid=_-KymCw1Q58j0M:&tbnh=143&tbnw=97&prev=/images%3Fq%3DFUNCTIONAL%2BRESUME%26um%3D1%26hl%3Den%26sa%3DX%26tbs%3Disch:1
http://www.google.com/imgres?imgurl=http://www.powerful-sample-resume-formats.com/images/combo1.gif&imgrefurl=http://www.powerful-sample-resume-formats.com/resume-example.html&usg=__8Mu3gAPh87QY2hqvVl0LnBdoKkk=&h=796&w=616&sz=30&hl=en&start=2&zoom=1&um=1&itbs=1&tbnid=4uDxZwkzy53QKM:&tbnh=143&tbnw=111&prev=/images%3Fq%3DCOMBO%2BRESUME%26um%3D1%26hl%3Den%26tbs%3Disch:1
http://www.google.com/imgres?imgurl=http://www.dimensionsofdentalhygiene.com/uploadedImages/Career_Center/ChronologicalResume.gif&imgrefurl=http://www.dimensionsofdentalhygiene.com/ddhnoright.asp%3Fid%3D297&usg=__6pVvinHyZrdnK8T0TypskQHnwy8=&h=776&w=600&sz=67&hl=en&start=3&zoom=1&um=1&itbs=1&tbnid=L8KPZ0wcqtRHbM:&tbnh=142&tbnw=110&prev=/images%3Fq%3DCHRONOLOGICAL%2BRESUME%26um%3D1%26hl%3Den%26sa%3DG%26tbs%3Disch:1
http://www.google.com/imgres?imgurl=http://www.jessicamcnally.com/resume/scannable_resume.jpg&imgrefurl=http://www.jessicamcnally.com/jsscrsmpg.html&usg=__6M9GHPImw3GjZrEjYUQmpl1MzE0=&h=817&w=654&sz=175&hl=en&start=1&zoom=1&um=1&itbs=1&tbnid=V1MWdgpGx8mNqM:&tbnh=144&tbnw=115&prev=/images%3Fq%3DSCANNABLE%2BRESUME%26um%3D1%26hl%3Den%26tbs%3Disch:1
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 Personal ID- Name, mailing address, contact #, 

and email  address.

 Job Related Skills- MS Office, Forklift Driver, 10-

key, etc…,

Work Experience- Job related and/or all.

 Other- Job related certifications, professional  

affiliations, publications, special skills,  

volunteer experience.

 Education- Degrees, certifications and licensees.

 Highlighted Career Achievements- Top 

Salesperson for the last three years, etc…



Effective Résumés and Cover Letters- Why Have a Résumé?

List your important job skill key words your résumé(s)- When an employer is reviewing 
a resume, they are looking for job skills, descriptors or “key” words that match the job 
duties and requirements of their job opening(s). You should list these job skills “key” 
words in the top portion of your résumé separate section that emphasize your on O-T-J 
duties, skills and accomplishments:

CNA/Med Tech OSHA Work Safety 
Regulations

Interpersonal 
Communication Skills

Report Writing Administrative/Office 
Skills

HIPAA Regulations 
Adherence 

Personnel Management Ability to Organize and 
Prioritize

Bilingual: Spanish/English Personnel Management

Cook to Recipe Standards Deadline Management Client Relationship 
Building

Efficiency Expertise Medical Records 
Assembly & Maintenance

Positive Attitude Account Management 
Expertise

Persuasive Proposals & 
Presentations

Sales Negotiations POS Machines

Management Reporting Shipping/Receiving Materials Management Cashier/Stocker Advanced
Housekeeper/Maid Skills   

Vendor & Client 
Relations

Transportation Planning Customer Service Skills Courteous Telephone 
Manner

Switchboard / Telephone     
Answering

Problem Solving &
Crisis Management

Strategic Planning and 
Management

Account Management Business Development Sauté, Fry & Grill          
Experience

Effective Résumés and Cover Letter’s-Key Words-The          to Finding a  Job 



Include action/power words on your résumé- Your résumé should contain 
“action/power words” to describe each job duty in your job description section, as 
show below:

Effective Résumés and Cover Letter’s-Action/Power Words



Don'ts

Do not include personal information:

Race, Age, SS#, Nationality, Disability, Weight, Height, Marital Status, Children or Hobbies

Don’t use white-out to  
make corrections.

Don’t have any handwriting
on your résumé.

Don’t fold or staple your 
cover letter and résumé. 

Don’t forget to check for  
errors:
grammatical, 
typographical  or  
formatting.

NEVER use different 
color/type stationary for 
your résumé, cover     
letter, references, etc….

Don’t lie or misrepresent      
any information about 
your job history and/or 
skills.

Effective Résumés and Cover Letters- Résumé Rules
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Do’s

Most résumé’s should only 
be one page.

Include (accurate) dates of 
employment.

Proofread your résumé 
and cover letter.

Avoid using slang, 
abbreviations and mixing 
tenses.

Aim for a clean, neat and
uncluttered appearance on 
your résumé.

Use  quality, matching
stationary for both your 
résumé and cover letter. 

Make your formatted  
résumé uploadable.

Mail your résumé & cover l
letter in a 9x12  inch 
envelope.

Update your résumé 
frequently as needed.

Effective Résumés and Cover Letters- More Résumé Rules
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Do’s

Use an email address with your name in it.

For instance: If your name is Joe Pack
Do Not Use: 

joesixpack@, joelovesbeer@, sexyjoe@, bigdaddyjoe@, superjoe,joelovesdogs@, 
etc…

Use Instead

joepack@, joe.pack@,  joepack1@,  pack.joe@,  pack_joe@, etc…

Effective Résumés and Cover Letters- More Résumé Rules
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Effective Résumés and Cover Letters- Scanner Friendly/Uploadable Résumé



shading 

Create an “Unformatted” Scanner Friendly/Uploadable Résumé.

Once you have created a résumé, you should convert it into a scanner friendly/uploadable 
one. When you upload your formatted résumé to a company’s website, their software scans 
it into their résumé database. Sometimes the process of scanning/uploading or coping and 
pasting a résumé will make it look “awry”. To prevent this from happening, you should make 
a copy of your formatted résumé , and then simply “unformat” it. 

How to Create am “Unformatted” Scanner Friendly/Uploadable Résumé

Left Justify your Résumé
 Do not Use: Any formatting, italics, bold, underlines, columns,                  ,    

vertical or horizontal lines or any bullets. Also, do not use decorative fonts.

 Do Use: It is especially important to use keywords describing your skills, abilities and    
employment objectives. Keywords are how the company’s match you to their job 
openings. Use simple fonts such as Arial, Calibri or Times New Roman.. Use size 11 12 13  

or  14 fonts in the résumé. You may use standard keyboard symbols (*@&^~) 
instead of bullets. Also you can CAPITALIZE  headings for emphases.

Online Tools For Employment- A Scanner Friendly/Uploadable Résumé



Don’t forget the cover letter- For most jobs, you should include a cover letter with your 
résumé.  Résumé Maker, has sample cover letters that you may use to help you  create your 
own.

Address your letter to a 
real person, if at all possible.

 Customize cover letters for 
each job applied too.. 

Use neutral color, quality 
stationary that matches your 
résumé.

Never fold or staple your 
cover letter and résumé.

Keep your letter “short 
and sweet”.

Clearly and directly Ask for 
a Job Interview.

Only sign your name with   
black or blue ink.

 Respond specifically why  
you are qualified  for the 

job by replying to each job 
requirement.

Mail your résumé and 
cover letter in a 9x12  size   
envelope. 

Effective Résumés and Cover Letters – Cover Letter Rules



Three Paragraphs For Your Cover Letter – You should communicate your interest in 
employment with the potential employer in three, relatively short, paragraphs. 

More Rules for Cover Letters

Paragraph One Paragraph 2 Paragraph 3

Which job are applying to.
How you heard about the

job.
What you are enclosing, 

i.e., résumé, references,  
transcripts, anything else  
requested in the job  
advertisement.

Write a succinct outline of 
your job related skills that  
will make you the best 
candidate for the job. Be  
sure to mention the skills 
you  have  that are 
required for the job. 

Clearly and directly Ask for 
a Job Interview.

Thank them for reading your 
cover letter and for 
considering you for the job .

Closing salutation, signature     
typed name.

Effective Résumés and Cover Letters- Cover Letter Outline



Create or update your résumé- Use the Library’s Résumé Maker online tool  
to create your résumé. 

Effective Résumés and Cover Letters- Getting Started with a Résumé?

Résumés

Start new Résumé

Edit/View My Résumés

View Sample Résumés

Cover Letters

 View Sample Letters

Expert Video Advice on 

Résumés & Letters

Tips and Advice*

Insider Advice for Résumé Writing
25 Tips for Résumé Writing
Insider Advice for Cover Letters
25 tips for Cover Letters

C:/GPL/jobsearch_tools.jsp
C:/GPL/interview_salary.jsp
C:/GPL/resumes_letters.jsp
http://www.greensboro-nc.gov/departments/Library/
http://gpl.resumemaker.com/advice/RES1.jsp


Create or Update your Résumé 

With Résumé Maker, there are two ways you can create a résumé.

Fill In the Blanks
You can simply “fill in the blanks”, in a 
step-by-step process throughout the entire 
progression of creating your résumé. You 
choose pre-written phrases, keywords  and 
designs provided to you by Résumé Maker. 

Use a Template
Use one, or several of the many résumés 
in Résumé Maker to help you create the 
design of your résumé, as well as give you 
suggestions on the  content of your 
résumé.

Effective Résumés and Cover Letters- What Kind of Résumé?
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Lastly, don’t forget to collect at least three employment references. Most employers 
want to know if you were a good employer at your previous jobs.

Professional Personal

A former supervisor, or co-worker who has 
first hand knowledge of your job related 
skills and abilities.

A non-work reference (personal) is 
someone who has known you for some 
amount of time (more than one year), 
and can attest to your good character 
and high moral statue. 

Effective Résumés and Cover Letters -Why References?



Have A Trusted Friend(s) Proof Your Work

They will be a ‘fresh pair” of eyes, and 
hopefully catch errors that you missed. 

Email Your Unformatted/Uploadable 
Résumé To Yourself 

You will be able to see how well you did in 
creating your Text résumé.

Effective Résumés and Cover Letters
Always Proofread Your Résumé and Cover Letter



Any Questions?

Kim Hailey, MS, PHR

Job and Career Counselor

City of Greensboro Libraries

219 N. Church Street

Greensboro, NC 27402

Phone: (336) 373-3764

kim.hailey@greensboro-nc.gov

Effective Resumes and Cover Letters


